
1 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

 
 

ASKGPO FEDERAL DEPOSITORY LIBRARY 
PROGRAM (FDLP)  

USER TRAINING GUIDE  
 

Includes:  
Release 1.3 

 
 
 
 
 
 
 
 
 

 



2 
 

 
 
 

Contents 
Salesforce Community Login .................................................................................................................... 3 

Community Navigation ............................................................................................................................ 4 

Submit and Review an Inquiry (as an authenticated user) ........................................................................ 6 

Federal Depository Library Directory ..................................................................................................... 11 

Request a login to askGPO Community Portal for additional staff .......................................................... 12 

Access and Submit Webforms on Community ........................................................................................ 14 

Submit and Review an Inquiry (as a non-authenticated user) ................................................................. 17 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 



3 
 

Salesforce Community Login  
 

The askGPO webpage and community login will be used by Federal Depository Library Program 

staff to submit inquiries, check the status of inquiries, submit webforms and request additional 

login credentials for team members.  

The designated depository coordinator will also be able to edit the Federal Depository Library 

Directory (FDLD) entry for their library.  

¶ Searching the FDLD will still be done through https://catalog.gpo.gov/fdlpdir/FDLPdir.jsp 
 

The benefit of authenticating with a login is that you will be able to view all your past submitted 

inquiries, and information on many forms will be populated automatically.  

Access the askGPO Community webpage at https://ask.gpo.gov. If necessary, click the login 

button from the right hand corner:   

 
 

Alternatively, use this link to enter your credentials directly. Enter your user name and 

ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ƻƴ ά[ƻƎ ƛƴǘƻ ŀǎƪDthέΥ https://usgpo.force.com/askGPO/s/login/ 

 

https://catalog.gpo.gov/fdlpdir/FDLPdir.jsp
https://ask.gpo.gov/
https://usgpo.force.com/askGPO/s/login/
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Community Navigation  
Once logged into the community as an authenticated user, the home page will be displayed as 
below. Some of the features of the webpage include:  

¶ Quick links on the top panel 

¶ A menu bar  

¶ Six tiles for the user to submit inquiries based on their need or affiliation 

¶ Knowledge base articles covering frequently asked questions  

 

 
 
 
Enter keywords ƛƴ ǘƘŜ ǎŜŀǊŎƘ ōƻȄ ǘƻ ǎŜŀǊŎƘ ŀŎǊƻǎǎ ǘƘŜ ŜƴǘƛǊŜ ǎƛǘŜΩǎ ŎƻƴǘŜƴǘΦ wŜǎǳƭǘǎ ǿƛƭƭ ƛƴŎƭǳŘŜ 
knowledge base articles (frequently asked questions) and inquiries you have submitted.   
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The FAQ tab lists all the published knowledge articles. Look here to see if an answer to your 
question has already been published before submitting an inquiry.  
 

 
 
¢ƘŜ Ƴƻǎǘ ŦǊŜǉǳŜƴǘƭȅ ǾƛŜǿŜŘ ƪƴƻǿƭŜŘƎŜ ōŀǎŜ ŀǊǘƛŎƭŜǎ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ά¢ǊŜƴŘƛƴƎ !ǊǘƛŎƭŜǎέ ƭƛǎǘΦ !ǘ 
ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀǊŜ DthΩǎ ǎƻŎƛŀƭ ƳŜŘƛŀ ŦƻƻǘŜr links.  
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Submit and Review an Inquiry (as an authenticated user) 
 

¢ƻ ǎǳōƳƛǘ ŀƴ ƛƴǉǳƛǊȅΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ά{ǳōƳƛǘ ŀƴ ƛƴǉǳƛǊȅέ ŦǊƻƳ ǘƘŜ ƳŜƴǳ ōŀǊ (recommended), 
or click on a tile on the home page (use the tile that corresponds to the type of user you are).  
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You will see an inquiry submission page, with some of your own information pre-populated in 
the form: 
 

  
 

You have the option to upload files if needed.  
 
²ƘŜƴ ȅƻǳǊ ŦƻǊƳ ƛǎ ŎƻƳǇƭŜǘŜΣ ŎƭƛŎƪ ǘƘŜ άL ŀƳ ƴƻǘ ŀ Ǌƻōƻǘέ ōƻȄΣ ǘƘŜƴ ŎƭƛŎƪ ά{ǳōƳƛǘέ   
 

 
You will receive a confirmation message and a reference number.  For authenticated users, the 
reference number is a clickable link that will take you to an inquiry record for that question 
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On the inquiry record, you Ŏŀƴ ǊŜǾƛŜǿ ǘƘŜ άwŜƭŀǘŜŘ ŦƛƭŜǎέ ǎŜŎǘƛƻƴ ǘƻ ŀŎŎŜǎǎ ŀƴŘ ŘƻǿƴƭƻŀŘ any 
attachments.   

 
After submitting a question, you will receive a confirmation message from GPO, along with the 
inquiry details: 

 
 

 

When the inquiry status is updated by GPO staff, you will receive the following email:  
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²ƘŜƴ ǘƘŜ ƛƴǉǳƛǊȅ ǎǘŀǘǳǎ ƛǎ ǳǇŘŀǘŜŘ ǘƻ ά/ƭƻǎŜŘέ ōȅ Dth ǎǘŀŦŦΣ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ 
notification that includes the answer to your question 
 
 

 
 

 

 

You can also ŎƭƛŎƪ άaȅ LƴǉǳƛǊƛŜǎέ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊ ƛƴ ƻǊŘŜǊ ǘƻ ǎŜŜ ǉǳŜǎǘƛƻƴǎ ȅƻǳ ƘŀǾŜ 
submitted. You can view and sort your questions by the date submitted or closed, and you can 
click on any inquiry number to review the question and see the answer if the inquiry has been 
closed.  
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Federal Depository Library Directory  
 

To view and search the entire Federal Depository Library Directory, users will still use this site: 

https://catalog.gpo.gov/fdlpdir/FDLPdir.jsp. As of August 10, 2020, depository library 

coordinators and staff should make all changes to the Federal Depository Library Directory 

information for their library through the askGPO community site. 

¶ Click on the άaȅ FDLέ link on the menu bar to view the Directory information about 
your library. 
 

¶ If the FDL user is the Depository coordinator, he/she will have the ability to edit some 
fields (those with a pencil icon visible).  

 

¶ The FDL coordinator can click on the ά9Řƛǘέ ōǳǘǘƻƴ ƻǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇŜƴŎƛƭ ƛŎƻƴ ǘƻ ŜŘƛǘ 
allowable fields.  

 

¶ If you need to edit a field that you do not have permission for, email 
fdlpoutreach@gpo.gov  

 
 

 
 

 

  

https://catalog.gpo.gov/fdlpdir/FDLPdir.jsp
mailto:fdlpoutreach@gpo.gov
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Request a login to askGPO Community Portal for additional staff 

 
You do not need a login to use the askGPO site to submit a question for GPO staff. The benefit 
of having a login is a streamlined submission process, with your contact information auto-
populated, and the ability to maintain a record of your submissions. If you work at a Federal 
Depository Library, you can submit a request for a login on behalf of another person who works 
at the same library. 

 

¢ƻ ǎǳōƳƛǘ ŀ ƭƻƎƛƴ ǊŜǉǳŜǎǘΣ ŎƭƛŎƪ ƻƴ άwŜǉǳŜǎǘ [ƻƎƛƴέ ƻƴ ǘƘŜ ƳŜƴǳ ōŀǊΣ Ŧƛƭƭ ƻǳǘ ǘƘŜ ŦƻǊƳΣ ŀƴŘ 
submit the request. Enter the additional first/last name and email of the person you want to 
request an account for, not your own. 
 

 

 
Once the requester has submitted the login request, they will receive an email confirmation.  
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Once GPO staff have confirmed the login request, the additional user ǿƛƭƭ ǊŜŎŜƛǾŜ ŀ ά²ŜƭŎƻƳŜ 
ǘƻ ŀǎƪDthέ ŜƳŀƛƭΥ  

 
 

 

  

 

When the user first clicks on the link, they will need to create a password 
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Access and Submit Webforms on Community  
 

The following webforms will be accessible for authenticated FDLs:  
 

1) Claims form  
2) Anniversary Award Request form  
3) Training Form 
4) Homeland Security Digital Library form  
 

¢ƻ ǎǳōƳƛǘ ŀ ǿŜōŦƻǊƳΣ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ƳŜƴǳ ōŀǊ ǘƻ ǎŜƭŜŎǘ ǘƘŜ άaƻǊŜέ ǘŀō and select the 
webform from the dropdown menu.  

 

 
 
¢ƻ ǎǳōƳƛǘ ŀ /ƭŀƛƳ wŜǉǳŜǎǘ CƻǊƳΣ ŎƭƛŎƪ ά/ƭŀƛƳs Request ForƳέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ŀƴŘ 
fill in all the required fields.  

 








